
TYPES OF BUSINESS REPORTS IN BUSINESS COMMUNICATION

Reports are a key communication tool in business; they effectively share and retain information and decisions. Reports
are classified into two main types.

The information can be presented in myriad ways, such as a table showing employee names, salaries and so
on, a graph or a pie-chart. This module describes these report structures and types. Business reports are
typically assigned to enable you to: Examine available and potential solutions to a problem, situation, or issue.
Finally, the remote stakeholders are not affected until far into the future. They are as follows: 1. The report
might look at three properties with respect to road traffic, cost of the land, and adjoining stores, and then
recommend the best site from the alternatives. It is these costs and benefits which you need to identify and
weigh-up in your report. Informational Reports An informational report provides a summary of information
and data found on a particular topic. Different types of Reports: Generally business reports are categorized
into two ways. If you would like to know about the structure of a company, such as the number of employees,
the departments they work in and what role each employee plays in the organization, then an informational
report is required. Thus in a broad sense, many memorandums, letters and news items are called as reports.
Informal Report Informal report is prepared in a format of the convenience of the reporter and presented
directly before the required person as and when demanded. The management is not in a position to take a
decision without knowing the performance. They are informative and interpretative. Site visit reports, training
feedback reports and the quick update you write to a department head all fall under the category of
informational report. Reports of Committees or Subcommittees Committees or Subcommittees are formed by
the top management to prepare the report on any one of the issue. It is usually an answer to a question or a
demand from some other person from information. In such cases, the leadership needs an analysis of the
company's situation. A research report involves giving a topic to a team of researchers or specialists and
asking them for all the relevant details and statistics gleaned from an informational report, followed by an
in-depth analysis of the situation found in an analytical report. Using the previous example of the waste
disposal site, citizens in the area would be indirect stakeholders. Some say the wording and phrasing changes
between informal reports and formal reports from more conversational to more formal. Generally, it takes the
form of a person to person communication. Their future business will be impacted based on whether your
proposal is accepted or declined. The indirect stakeholders are those that are not impacted until a later time.
This type of report is prepared for sending to the press or to shareholders of the company or members of the
institution.


